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OFFICE OF THE SECRETARY OF STATE 

DEPARTMENT OF AR 
. .  APPLICATION FOR RECORDS RETENTION SCHEDULE 

INSTRUCTIONS: See Publication No. 76-RM-1 for instructions on completing this form. Forward signed original to 
Department of Archives and History, Records Management Oivision, 330 Capitol Avenue, Atlanta, Georgia, 30334, 
Attention: Schedulina Section. 

1. Agency Address 
J X F ' A " C  OF TFV!NSFOKI'ATION 
DMSION OF AlMlNISTRATION _ 

rpplication Number OFFICE OF GENERAT, SuppoIlT SERVICES 
" T A ,  GA. 30334 

_ ~ I -  ~~_ . - -  - 
!. Person to Contact Working Title 
Pann Mathews k%inistrative Secretary 

FOR RECORDS MANAGEMENT USE - 
Application Number - 
Date Received Date ComDleted 

.I-- - .  __ _ _ _ ~  - ... 

Telephone Number 
656-5566 

~ _ - -~ ~ ._ ~ 

- 
1. Action Requested 

a. 
b. 

I!! Establish Retention Schedule; record will continue to accumulate. 
0 Dispose of present accumulation; no further accumulation anticipated. 

c. 0 Amend AppJcation No. Check 0ne:IJ Change; 0 Supercedei 0 Void - -- - ._ - 
I. Dates of Series 
:arkst Latest 

1975 1 ~ TO JXl!E Transportation Acaxnt Achinistra&rtsSubject File 
rDivision and Office Function 
Division of Administration provides staff support to the Bpartmnt in the areas of 
General Accounting; Audits and Fiscal Procedures; Personnel and Training; Contracts Procure- 
rent and Mninistration; Esuipoent Control; purchasing; Inventory and Warehouse Control; 
General Files; &cords I4mag-t; Bpartment Fjudget; safety Risk -rations and 
Telecumincations 

General S u p p o r t  Services is responsible for Contract m m e n t  and Mninistration; 
Esuipnent Control; purchasing; Inventory and Warehouse Control; General Files; 
mrds I&nagemnt; Department Budget; Safety arirl Risk @eration: TeImu.ncatjms; 
Heating and Aircondition 

5. Records Series Title (followed by title used in office; if differentl 1 
What i s  thefunction of the Division and theoffice in which this recordseries is created? 

--_I_ - 
r. Record Series Description This file contains the following documents (include form numbersand titles, if anyJ: 

Attach samples of the file. 

Directing I3-e activities of General Support Services Documents relating to: 

Includedare: but not limited to, interdepartmat and intra-depdrtment correspondence, 
letters, and schedules concerning the functions and tasks of General Support Services 
which incldes budget, procurement, records maganent, general f i les ,  warehouse and 
inventory Heating and air condition, safety and risk operation, property control, 
equiprent cost accounting, and tele&tians 

File i s  arra,nged: ~ P ~ t i c ~ l Y  ,by subje 

~- __ 
3. Monthly Reference Rate How often are records referred to which are: 

One to six months old 4bd+; Seven to twelve months old& I 

3. Annual Rate of Accumulation of Records 
Letter-size drawers -4- ~, - Legal-size drawers 

; Thirteen to twenty-four months old 4 +- 
~~~ ~ 

.? __ twenty-five ~ ~ -~ mqnths ~ and older ~~~ _. . ~ 

;Shelves ; Other (specify) 

~ ~~ 
~~ 

. 
'C 

,= .._ ~. 
_ ~~~~ ~~~ ~_ . .  

~ 
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1. Reter 

. .. . . . ~ ~ ~ . . __.--~---I _o___l_d_i 
c 

~ 

10. Questionnaire -(P&ce_an “X“ in the propr. wlu_mn).._ 

. If not. where is it?^-- 
a. Is this the official copy of the series? 

b. Does the series contain confidential information requiring security handling? If yes, cite law or regulation. 
-. . . __ -~ ___~..__ ~ 

.b 

- ~- ~~ ... ~ .~ ~ ~ ~ . -~ ~- ~ ~ 

-- 
! 

c. I s  this a vital record? -. .. 

d. Does this series ha-ve ~ historical or longterm research value? 
e. When one or two documents in the f i le make it necessary to keep the entire f i le for a long period, could these 

~- ~~~~~~ documents be schedukd~separafeluL~ .. . __ . ~ --..; 
fJs the i n f Q ~ m a t i o n c o n t a i r i e s  ever Published?_lfyer. attach CQPY. 

9. I s  the information contained in this series ever analyzed and/or recorded in a summarized report? 
-&es. attach COPY. _ _ ~ _  - - ~ ~. 

h. I s  there a-duplication of this series in your office, or in another office or agency? 
~ . ~ - l f ~ g e s .  where? . ~ -~ ~~~ . ~ 

i I s  this series lor a major port ion of itl regularly micrdilmed?~ ~~ .- 

L~Lbes  the r e d ~ s a i e s r e s u h  in a camp vter Printout? 
in Requirements 

-_ ~~ . .  ~~ ~ ~ ~ ~ 

- . .~  

The following requires the series to be kept: 

a. State Law 
- I Apyiseative 

-- - -years. d u it period 
b. Statute of limitation -years. e. Administrative need 

3 years. 
-years. 5 - ~- 

c. Federal law years. f. Federal retention instructions _. -years. 

Attach copy or excert of laws or regulations. Explain administrative need. 

Need to retain infomtion for refaen= to 
(1) Analyze the decision making criteria, and 

(2) &view changes i n  philosophy regarding Departrent policy 
__ ~ - 
12. Approved Disposition Instructions This agency recommends that the file series be cut off at  the end of each: 

Calendar Year; 0 Fiscal Year; 0 Other - -_then, 

[x Hold in the current files area 
0 Transfer to local holding area; hold p~ -.year(s); then 
(It Transfer to  State Records Center: hold - L y e a r ( s ) ;  then 
CX Destroy. 
0 Transfer to State Archives for permanent retention. 
0 Other (Specify) 

-month(s) - 3  - year(s); then 

- - I. 

These instructions apply to a l l  prior and future accumulations of the series. 

3ecommendations in para- 
lraph 12 are approved. 
‘If disapproved, atrach letter 
,f explanation.) 

R--SQ;Zl; Rev. 76 

Date 

State’Records Committee (Signature) Date 


